Log On
User Name and Password

e District
- User Name DIST999
- Password DIST999
e  LEA Charter
— - User Name DIST999
- Password DIST999
e Charter approved by
District
- User Name 999-801
- Password 999-801

System Security
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Select Personnel Information
Then “Personnel Information
Entry/Update”

Basic Education Data System
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Personnel Record

Personnel Information
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Personnel Record

. . ADD new
: Basic Education Data Sv employee
UPDATE
existing
: Personnel Information record
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Education and Experience
History

Personnel Information X
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Certificated Employment
All Certificated Employees MUST have
a 2009 Cert. Empl. Record
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Assignment Record
All Certificated Employees MUST have
a 2009 Assignment Record
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Non-Certified Employment Record
All Non-Certificated Employees MUST have a
2009 Non-Certified Employment Record
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Paraprofessional Record
All Non-Certificated Employees working as
Instructional Aides MUST have a
Paraprofessional Record - Becomes Permanent Record

Personnel information X
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Approved Summer School
Certified Staff
Approved Summer School
Non-Certified Staff

2009 Certificated
Contract Record
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Personnel Information
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M Show Prior Year?

'_?‘) Prior year information has been found for
e this person. Do you wish B have e
scron populated with thés information?

8/28

2009 Record is “populated” with
2008 year data

Basic Education Data System
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Personnel Information
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Make Changes to 2009 record

And “SAVE”
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Confirming ~
“2009 Record Has Been Added”
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2009 Certificated Contract
Record Now Added
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Every Contract Record MUST
have an 2009 Assignment Record
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Prior year assignment
information does NOT populate
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Enter Data from Assignment
Sheet as of the “snap-shot”

-

SAVE

8/28 25

Error - Entered an “invalid” or
“inactive” assignment Code

8/28

Correct Assignment Code

8/28

2009 Active Assignment Code

B
=
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ERROR ~ Missing “Course Level”
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Correct and Save
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Correct and Save
0% Instructional & 50% Administrative

Basic Education Data 5 ymm

"Are you sure?”

8/28
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Verifying ~ 2009 Assignment

Record has been added

READ ONLY ~ Certificates and
Endorsements on file with SDE

Basie Fnu:umn Data System = E‘
..... e bhragtin e laie S B +
FarngFame. DasExortfimpart Sy

T = e e e

Personnel Information X
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READ ONLY ~ Certificates and READ ONLY ~ Certificates and
Endorsements on file with SDE Endorsements on file with SDE

Hme Eauu:wﬂ I'qu sy'uom e
Farcrre lforraes et L
Farnaramie Das et S (oes

e e e
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Certificate ~
Standard Secondary

B s Iw- el e ST g

Certificate ~
Standard Occupational
Specialist
Endorsement attached
to this Certificate
8/28

7960 Industrial Arts 6/12

Endorsements attached
to this Certificate
6101 Carpentry &

6105 Cabinetmaking
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Non-Certified Staff
Go to Personnel List
Select individual

Basic Education Data System

EECIEE T
FundngFamus Dt Expartims

Personnel information X

P 3 > gt
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Non-Certified
Verify/Update Personnel Record

Basic Education Data System _ 8
e T 5
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2009 Non-Certified Record

Baic Education Data System 5.
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2009 Non-Certified Record
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Hit “Add”
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"Prior Year Data Exists... Do
You Wish to Populate?”

Personnel information
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o forion s b e o
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Update with 2009 Data

Basic Education Data System

EECIEE

figp = 3t Ragarts
FurdngFarmus  Cets Exportimport  Sesta ol

Personnel information
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2008 Record - 100% Business Manager

2009 Record - 65% Business Manager, 35% Title 1V-B Aide

Basic Education Data System

Easres B

rhrraton o
Furding Farmule - Dita Export)

Personnel information
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2009 - wages will be paid from

two different sources s

General Maintenance & Operation
Title VI-B Federal Funds

20 25 36 $18,000 35% Business Manager
20 25 36 $18,000 35% Instructional Aide - Special Ed
40 25 16 $16,000 30% Business Manager

$52,000 100%

8/28
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Change Funding Source

Save

Personnel information

O
[T ———
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Let’s you know the record has
been updated

Personnel information
I I I

O
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This Non-Certified individual now works

as an Instructional Aide - Special Ed

(Remember - you need to complete a paraprofessional
record on instructional aides)

Basic Education Data System
Earsirvel bformaatin

ersonnel information
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Paraprofessional Record
Required

8/2¢ 49

Complete Paraprofessional
Information and Save

(@
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Error Message ~ missing data
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Example - forgot to enter
“Institution” where Associate
Degree was Obtained

Basic Education Data System e
T S i Ragrah Fles Ganrh  Acredir faprh Signted marh B3 Bgrat
e * DataEport ‘Systen Cortrol
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May Only be Verified By -

Superintendent, or
T Charter Administrator, or
- | Principal, or

Special Education Director

€ 53

Superintendent, or
s | Charter Administrator, or
= | Principal, or
Special Education Director

These Certified
Administrative Positions
Require Idaho
Credentials

And are KEY
players in the
HQT reporting




Save Paraprofessional Record

Basie Edueation Data System
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Verifying - Are you sure you
want to save?

Persannel information

Pt
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=

8/28

8/28

Letting you know the
Paraprofessional Record has

been Saved ~

Basic Education Data Syatam.

Personnel information
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Recommendation ~

Make sure this
Information is
Accurate.

Once it is submitted
To SDE, this data
Will become a part
of that individuals
Permanent informatiof
(until changed or
updated)
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